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1.e-GMS Security Access Levels for Agency Users

Security access is assigned at the Agency Level, Application Level, and Grant Level in
e-GMS.

Agency Level Application Level Grant Level
(Specific Grant)
Agency Officer Agency Officer (Grant) Agency Officer
Agency Officer Assistant Agency Officer Assistant (Grant) Agency Officer
Assistant

NOTE: You may see other types of security settings available when assigning
security for users at your agency; however, ONLY the levels noted above should be
used.

l.a. Agency/Application/Grant Level

The two types of users for an agency, an Agency Officer and an Agency Officer
Assistant, are granted similar access at the Agency, Application and Grant Levels.

l.a.1 Agency Officer

Users are assigned a security level when an agency is set up in e-GMS. There must
be at least one (or more) Agency Officers per agency. The Agency Officer is allowed
to set up other users, assign security levels, and inactivate users in the agency. In
addition, the Agency Officer is allowed to initiate, complete and submit applications,
invoices and status reports.

l.a.2 Agency Officer Assistant

The Agency Officer Assistant is NOT allowed to set up other users, assign security
levels, or inactivate users in the agency. In addition, the Agency Officer Assistant is
NOT allowed to initiate and submit applications, invoices or status reports. Users
with this level of security access are allowed to edit and save documents within the
system. The table below shows various e-GMS system functions that correspond to
the type of user.

System Functions Agency Officers Agency Officer
Assistants

Ability to Manage Security and Users at the Agency Yes No

Level

Initiate Applications, Invoices, and Status Reports Yes No
Complete (edit and save) Applications, Invoices, and Yes Yes
Status Reports

Submit Applications, Invoices, and Status Reports to Yes No

the WMD
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2. Managing Access to e-GMS

When an application is initiated, the individuals established at the Agency Level
should carry forward the same security access to the Application Level and
subsequently the Grant Level once the grant is awarded and the contract is signed.
User changes after the initiation of an application, require manual updates by the
Agency Officer, on the Application Menu and/or Grant Menu.

2.a.1 Assigning Access: Agency Info Page
After logging into e-GMS you’ll see the screen (Figure 1) below:
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User Agency: zApplicant #1
Access Level: Agency Office

agency Info |

User: Applicant #1 zAAAAA | @) Help | Logout

Welcome to the Electronic Grant Management System

You do not have any system messages.

ask List: Actions Required

- Collapse Entire Tree 4
Iél---.ﬂgpplications

EI---P:ppIication In Process

© L 2006-EMPG-ZAPPLICA-0224-00
---Grants

::- Initiate an Application

Select an Grant/Funding Opportunities:

Apply for a New Grant

Wiew available Grant/Funding Cpportunitiess

Search for Agency Information
Wiew All Agency Applications
Wiew All Agency Grants

Wiew All Agency Invoice Youchers

Wiew All e-GMS Status Reports

Maintain Your Account

Wiew Your Agency Information

Edit Your Contack Infarmation

Powerad by IntelliGrants

@ Copyright 2000-2003 Military Department]

&
Figure 1

é @ Trusted sites

Under Quick Links (right-hand side of page) click the View Your Agency Information

button.
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To edit agency information click on the edit button, make changes as necessary and
save the information. On this page, under Agency Contacts, Agency Officers can
Add, Edit or Delete users from agency access. See Figure 2 below.

Q- O RRGLPkORLE-Us onrn B V-

Back to Previous Page YIEW AGENCY INFORMATION

Instructions: This page shows agency information as well as a list of all agency contacts and their contact
information. An agency must have a designated main contact before any Applications created on behalf of the
agency can be submitted, The main contact is indicated below, If any of the information contained on this page
should need to be changed, please contact the agency authorized official,

Agency Information

:I- Agency
Name Applicant #1

Legal Name Applicant #1

Type City

Category Cities & Tawns
Address Street 123 Test

Address continued

Address continued

City Test

State Wi &y

Zip Code 12345

County (Location) Pierce

Phone {123} 456-7890
Extension

Fax

Main Contact Applicant #1 Tester
Tax 1.D. Number

Muni Code

Address Code

UBI # 1234567390

::- Agency Contacts Add [ Edit [Delete

First Name Last Name Requested Agency Official Agency System Security Level Phone

0 Applicant  Tester Applicant #1 Agency Cfficer [517) 336-
#1 2506

[Records 1- 1of 1] Add | Edit | Delete

é @ Trusted sites

€&
Figure 2

2.a.2 Assigning Access: Application Menu

After logging into e-GMS you’ll see the screen in Figure 1. Under Task List-Actions
Required (left-hand side) select the application which needs the contact information
updated. This takes you to the Application Menu-See Figure 3 below.
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Application #: 2006-EMPG-ZAPPLICA-0224-00

General Information
Grant Opp Type: Known Recipients

Application Manager: Michelle Sabin

Status: application In Process

Due Date: 2/28/2006 (Tus)

Agency Information

Wiew Applicant Information

Contract Information

2006 Emergency Management Performance Grant Application Submit Application | Delete Application |

Application Forms

-

Collspse Entire Tree

2] 2urisdiction 1nformation
Personnel Information 4=

% Program Deliverables

Bl Program Deliverables - Flanning

Prograrm Deliverables - Planning - Required

Prograrm Deliverahles - Planning - Additional

Bl Program Deliverables - Mutual Aid
=l Proaram Deliversbles - Mutual sid - Required

|=l Program Deliverables - Mutual Aid - Additional

-~ |=l Program Deliverables - Training

Contacts
s Control Access

+ Send Ernail to Contacts
Components

* Program Components

* Service Areas

Errors

History

® Compare Application Yersions

e [ ]
- - ]

b=

il

i i

Program Deliverahles

- Laws and Authorities

Brogram Deliverables

- Hazard Mitigation

Brogram Deliverables

- Resource Managernent

Brogram Deliverables

- Direction, Control, Warning

Brogram Deliverables

- Hazard Identification

Brogram Deliverables

- Cperations and Procedures

— Program Deliverables
— Program Deliverables

- Frogram Deliverables
- Program Deliverables

_J Program Deliverables
Ordinance # Resolution
Organization Chart
Opersting Budget Surnrmar

Erogram Deliverables - Logistics and Facilities

- Program Management
- Crisis Communication

- Financs and administration
- Communications and Warning
- Exsreises and Evaluations

Emergency Managerment

Cperating Budget Surnrmar:

Description

']j Application PDF

Review Team Attachments
® 0 document(s) have been attached,

Budget Overview

o _
y -

Legend:

=1
=] application Farm
Mo Errors 4= Last Pags Wisited

Budget Page (I Farm has Errars

&)

Figure 3
Click on the Control Access link under Contacts on the left-hand side of the page.
You will be taken to the e-GMS page as shown in Figure 4 below.
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Test-Departrent of Energy-Environmental Cleanup)
Log #: Z006-DOE-AGATESOF-0216-00]

Applicant: Agate Software]

Status: application In Process|

Access Level: Nong |

Start Menu | Admin | Grant Opp Menu | Application Menu

User: Janet Pool ‘_J, Help " Motes Logout

Back to Main Menu

GIVYE PEOPLE ACCESS TO THIS
APPLICATION

Instructions: To edit the contact type or security level for any of the contacts in the grid, select the radio button
next to the name of the person you would like to modify and click the Edit button. To delete a contact from this
Application, select the radio button next to the name of the person you would like to delete and click the Delete
button, Click the Add Agency Consultant button to allow a person outside of your agency access to this
Application,

Application Contacts e-GMS Review Team Email Grant Contacts

Contact Type

::- The following people have access to this Application:
Name Assigned By Level of Access

¢ Software, Agate Software, Agate Aagency Officer Agency Main Contact

To allow another person access to this Application:

Select the persan's name.

Zelect the level of access that this person should have,
Zelect the type of contact that this person is.

Click the Grant This User Access button,

Name | -|#
Contact Type | | *
Level of Access | vi»«

OR Search for an agency consultant to add as an Application contact,

* = Required Field

Powered by IntelliGrants

'Figure 4
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From this page you may assign access to users for the application or edit the current
access to the application. If you do not see the person listed in the Name drop down
box, you’ll need to go to the Agency Page and add the person as shown in section
2.a.1 Assigning Access: Agency Update Page in this manual.

2.a.3 Assigning Access: Grant Menu

After logging into e-GMS you’ll see the screen in Figure 1. Under Task List-Actions
Required (left-hand side) select the grant which needs the contact information
updated. This takes you to the Grant Menu-See Figure 5 below. Under Contacts,
left-hand side of the page, click on the link Grantee Contact Information.

Q-0 NAG LHOREE-LJB ourD g b2

Access Level: Grant Agency Officel
Start Menu ‘ [RCIER N Grant Menu User: Applicant #1 Tester tj Help | Logout

:'.- Emergency Management Performance Grant Grant

Grant #: EMPG-2006-Applican-00-00-00-00209 Grant: Related Items

A Collapse Entire Tree &
é--Narratwe Page(s)
Jurisdiction Infarmation

General Information
Term: 10/1/2005 - 9/30/2006
Armnount: $9,728.00
Available Balance: $9,728.00
Cash On Hand: 40,00

Status: award Executed

ersonnel Information

ersonnel Information

rogram Deliverables - Planning - Required

rogram Deliverables - Planning - Additional

rogram Deliverables - Mutual Aid - Required

rogram Deliverables - Mutual Aid - Additional

rogram Deliverables - Training

rogram Deliverables - Laws and Authorities

rogram Deliverables - Hazard Mitigation

rogram Deliverables - Resource Managernent

rogram Deliverables - Direction, Contral, Warning

rogram Deliverables - Hazard Identification
rogram Deliverables - Operations and Procedur

Agency Information

Wiew Grantze Information

 Grant Information

» General Information
* Yiew/Satisfy Grant Conditions
« Grant Report Periods

#f Contacts rogram Deliverables - Logistics and Facilities

rogram Deliverables - Program Momt - Required

+ Grantee Contact Information
# e-GMS Contact Information
+ Email Grant Contacts

rogram Deliverables - Program Mamt - Additional

rogram Deliverables - Crisis Comm. - Required

-~Program Deliverables - Crisis Comm, - Additional

% Components ~Program Deliverables - Finance - Required
b

~Program Deliverables - Finance - Additional

* Program Components

" ~Program Deliverables - ¢ ications - Required
* Service Areas = =

-Program Deliverables - © ications - Additional

~Program Deliverables - Exercises - Required

Budget Pages n
$ -Program Deliverables - Exercises - Additional

s Current Budget Overview ~Ordinance / Resolution
-Organization Chart
,VW Status Reports ~(perating Budget Summary Emergency Management

-Operating Budget Summary Description

. | Vl -Budget Overview

4

Invoice Youchers

)

* Invoice Youcher History
& application Menu

|| History

# Grant Amendments /Revisions

Powered by IntelliGrants @ Copyright 2000-2005 Aqate Softuare

@j O Inkernet
Figure 5
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The page below will come up (figure 6). This is where security access may be
updated for access to a specific grant.

Q- -©- ¥ Lke

Grant #: DOE-2006-Agency2--00207-D0O)
Grantee: zAgency Z|

Status: Grant Awarded|

Access Level Mane)

Start Menu | Admin | Grant Opp Menu | Grant Menu User: Janet Pool (_J, Help " Motes Logout

Back to Grant Menu GIYE PEOPLE ACCESS TO THIS GRANT

Instructions: To edit the contact type or security level for any of the contacts in the grid, select the radia buttan
next to the name of the person you would like to modify and click the Edit button. To delete a contact from this
grant, select the radio button next to the name of the person you would like to delete and click the Delete button,

Grantee Contacts e-GMS Contacts Email Grant Contacts
::- The following people have access to this grant:
Name Contact Type Assigned By Level of Access
¢ Zaada, Arlens Grantee Main Contact williams, Steven Grant Agency Officer

¢ Zapad, Adam Grantee Fool, Janet rant Agency Officer Assistant

nal access to gran
To allow another person access to this grant:
Select the person's name,
Select the level of access that this person should have.

Select the type of contact that this person is.
Click the Grant This User Access button.

MName | vI»«
Contact Type I v!*

Level of Access | _-Jw

©R Click here to search for an agency consultant to add as a grant contact,

Required Field

Powered by IntelliGrants @ Copyright 2000-2008 Military Department
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Figure 6
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